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Microsoft Office: 

Microsoft Office Word: 
Microsoft Word  is a word processing application that allows you to create a variety of 
documents, including letters, resumes, and more. In this lesson, you'll learn how to navigate 
theWord interface and become familiar with some of its most important features, such as the 
Ribbon, Quick Access Toolbar, and Backstage view. 
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Create new style: 
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Use this style created: 

 

Insertion head, fin,numero of file: 
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End and numero of file:  

 

Create  automatic summary:
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